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Baystate Health 


Performance Management 


POLICY: 


It is the policy of Baystate Health that supervisors formally evaluate the performance of 
their employees in a fair and accurate manner at least once annually. Performance is 
the primary factor in making human resource decisions in areas such as 
promotion/transfer, pay increases, development opportunities, etc. Baystate Health 
requires electronic documentation of the formal annual performance evaluation each 
year for all employees covered under the scope of this policy. Electronic performance 
evaluations are created through Workday, which is accessible by all active supervisors 
and employees within Baystate Health. 


PURPOSE: 


To provide a system for supervisors and employees to set goals and objectives 
collaboratively, engage in timely, meaningful, on-going communication - both formal and 
informal, document performance expectations and outcomes, and foster a culture of 
continuous improvement and individual development. 


SCOPE: 


This shall include all full-time, part-time and per diem employees except Interns, 
Residents, Fellows and Physicians. 


PROCEDURE: 
A. The Performance Management Period 
The Performance Management Period occurs in four distinct phases: 


PHASE 1 Reviewing Prior Performance Outcomes and Establishing 
Goals and Objectives for the next Performance Management 
Period’ 
During the first phase of the Performance Management period, the 
supervisor and employee discuss and formally document in 
Workday specific goals including what is expected to be 
accomplished by the employee in the coming Performance Period. 
Effective goals and objectives will support Baystate Health’s goals 
and objectives of and the employee’s division and department for 
the next performance period. 

PHASE 2 Participating in Interim Reviews 
Throughout the year, the supervisor and the employee have an 
opportunity to document performance levels within Workday. 
Supervisors will provide informal feedback to the employee about 
their performance, including recognition for work performed well, 
as well as recommendations for improvements throughout the 


1 For BH management, physicians, advanced practitioners, and Baycare employees, the performance period is October 1 through September 30 of each 
calendar year.(Fiscal year review cycle) For BH employees the performance period is January 1 through December 31st of each calendar year (Calendar 
review cycle) 
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year. Formal feedback may be required in the form of a 
Performance Improvement Plan for underperforming employees. 
PHASE 3 Annual Review of Performance and Progress toward Goals 
At the end of the performance period, employees are encouraged 
to complete a self-evaluation of their individual performance for the 
performance year. The supervisor formally assesses the 
employee’s performance overall, goal obtainment, and 
organizational competencies. The supervisor documents the 
employee’s competence in these areas in Workday. The 
supervisor and employee meet to discuss the outcomes and 
evaluation of the employee during the performance period. This 
evaluation compares what was achieved during the year with what 
was expected to be achieved. Employees enter any final 
comments on the manager’s evaluation of their performance. All 
employees are required _to electronically sign (eSign) their 
performance evaluation each year as an acknowledgment that 
they have seen and reviewed the contents with their supervisor. 
This acknowledgement _does_not_indicate agreement with the 


evaluation ratings or comments. 
PHASE 4 Development Planning 


The supervisor and employee discuss areas of development and 
growth, including career aspirations. An action plan is created for 
development goals either in performance improvement or career 
advancement 


B. Evaluation of New Employees 


All newly hired employees will be evaluated at the end of the introductory period 
using the New Hire Evaluation located in Workday application. Transferred 
employees are evaluated using the Employee or Leadership performance review as 
appropriate, but not the New Hire Evaluation. 


For employees in the calendar review cycle and hired prior to October 1* will receive 
a New Hire Evaluation for the introductory period as well as an annual performance 
evaluation for the performance period in which they were hired. 


For employees in the calendar review cycle and hired on or after October 1% of the 
performance period are not required to have an annual performance evaluation for 
the year they are hired. The New Hire Evaluation will be considered their annual 
performance evaluation for the performance period in which they were hired. 


C. Performance Based (Merit) Pay Increases” 


Based on the employee’s Overall Performance Rating, a performance-based (merit) 
pay increase may be granted as determined by your supervisor and within the 
defined budgetary guidelines established for each performance cycle. The amount 
of the merit increase defined by the guidelines will vary based upon the merit cycle 


2While BH strives to adjust base pay for employees each year in support of market movement, affordability is a major consideration when developing increase 
budget pools. Not applicable employees represented by a collective bargaining unit: BFMC Nurse, Security, Engineering, BNH Nurses, some BVNAH 
homecare nurses , 
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budget for a given year. Performance is the primary factor in determining merit pay 
increases. 


In no case will a pay increase result in an employee’s base pay rate exceeding the 
maximum of his/her salary range. Employees approaching the maximum of their 
salary range or a compa-ratio of 120% or greater may be considered for a lump sum 
bonus in lieu of a base pay increase, or a combination of a partial pay increase and 
lump sum bonus, or no increase or bonus, depending upon their individual 
performance. 


An employee, whose rate of pay falls below the range minimum at the time of the 
merit cycle program, will be adjusted to the current minimum rate of pay of the salary 
range. Employee’s receiving an overall rating of “Does Not Meet Expectations” is 
not eligible for an adjustment to the minimum of the salary range. Any employee 
who receives a “Does Not Meet Expectations” rating and falls below the minimum of 
their salary range will be re-evaluated for adjustment to the minimum of their salary 
range during the next performance review period, only if their overall performance 
rating for the current performance period is not “Does Not Meet Expectations’. 


Increases are generally granted shortly after the end of the Performance 
Management period. The specific base pay increase effective date and merit 
percentage increase guidelines are communicated each year to supervisors by the 
Compensation Department. 


. Completion of Evaluations 


Full and Part Time Employees: 
e Electronic evaluations must be completed in Workday to be considered 


eligible in the Merit Cycle Program. 

e Electronic evaluations must be completed before the Merit Cycle can be 
launched. The evaluation must be electronically signed by the employee to 
be considered completed. 


Per Diem Employees 
The evaluation process is the same as for full and part time employees but because 


some per diem employees work sporadically or seasonally the following may be 
applied: 

e |f you employ a per diem who works periodically throughout the performance 
period and you know they will not be working when you traditionally complete 
evaluations and conduct performance discussion, you can complete the 
evaluation for the employee before the traditional end of the performance 
period. For example: A per diem college student works summers and 
typically returns to school late August. Even though the performance period 
Officially ends in December, since the employee will not work in the last 
quarter, you can complete their evaluation before they return to school in 
August. 

e Per Diem employees will have on-line access to performance evaluations 
throughout the year, as long as their employment status is Active. Where 
necessary, due to the per diems inaccessibility and by mutual agreement, 
performance evaluations can be reviewed via a phone conversation or via an 


Vi. 


VII. 


VIII. 
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electronic two-way video communication method, in lieu of a face to face 
meeting. This should be by exception. 


Leave of Absence: 

e When an employee is on leave of absence during the Annual Review of 
Performance and Progress toward Goals period, the electronic evaluations 
must be completed in Workday no later than 30 days after the employee has 
returned from leave. 


Newly Hired Employees 
e All New Hire Evaluations are to be completed in Workday no later than one 
week after the end of the 90/120-day evaluation period. Evaluations 
completed more than 30 days beyond this date will be considered delinquent. 


e Employees returning 31 days after their retirement do not get a New Hire 
Evaluation. Retired employees returning after 31 days should receive the 
regular annual evaluation. 


2020 PERFORMANCE YEAR EXCEPTION: 


Due to the COVID-19 pandemic impact on managers and employees, the deadline to 
complete all 2020 performance evaluation has been extended May 31, 2021. This 
extension applies to all performance reviews in an effort to provide managers the 
needed opportunity to focus on increasing demands due to the pandemic. The Merit 
program is decoupled from the performance review and the respective ratings for the 
2020 performance year only. 


2021 PERFORMANCE YEAR EXCEPTION: 


Due to the COVID-19 pandemic impact on managers and employees, the deadline to 
complete all 2021 performance evaluation has been extended to May 31, 2022. This 
extension applies to all performance reviews in an effort to provide managers the 
needed opportunity to focus on increasing demands due to the pandemic. The Merit 
program is decoupled from the performance review and the respective ratings for the 
2021 performance year only. 
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